Figure 10.1 How to Organize Negative Messages 
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Figure 10.2 A Negative Letter 


Insurance Company 


He&to* information highlighted 
00 reader wont ignore message 


Liability Coverage N 
Is Being Discontinued — 
Here's How to Replace It! M t6r 


3373 Forbes Avenue 
Rosemont, PA 19010 
(215) 572-0100 


Dear Policyholder: 

Negative 

| When your auto insurance is renewed, it will no longer include liability coverage 

\ unless you select the new Assurance Plan. Here’s why. 

\y r<& w . 

' Liability coverage is being discontinued. It, and the part of the premium winch paid for it, lini ier\in&d 
will be dropped from all policies when they are renewed. for 

This change could leave a gap in your protection. But you can replace the old Liability 
Coverage with Vickers' new Assurance Plan. No reason is given. The change 

Alternative probably 

With the new Assurance Plan, you receive benefits for litigation or awards arising from an 1 ^ J 
accident — regardless of who’s at fault. The cost for the Assurance Plan at any level is based on company 
the ages of drivers, where you live, your driving record, and other factors. If these change rather 

j before your policy is renewed, the cost of your Assurance Plan may also change. The actual ; 

cost will be listed in your renewal statement. 

omitted 

j To sign up for the Assurance Plan, just check the level of coverage you want on the enclosed 
j form and return it in the postage-paid envelope within 14 days. You'll be assured of the 

/ v coverage you select. 

[Forward-looking 
' ending emphasizes 
reader’s choice 

Sincerely, 


C. J. Morgan 
President 


Alternative 


P.S. The Assurance Plan protects you against possible legal costs arising from an accident. Sign 
up for the plan today and receive full coverage from Vickers. 





Figure 10.3 A Negative Memo to Subordinates 
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